UNITED STATES MARINE CORPS
MARINE CORPS AIR STATION
CHERRY POINT, NORTH CAROLINA 28533.5001

AirSta0 P11016,2E
LFM
10 JuL 1991

AIR_STATION ORDER P11016.2E Y| ( vy 7]

From: Commanding General
To: Distribution List

Subj: STANDING OPERATING PROCEDURES (SOP) FOR STATION PROPERTY CONTROL

Ref: (a) UM 4400-15
(b) UM 4400-124

Encl: (1) Locator Sheet

1. Purpose. To establish policy and standard operating procedures for the
management and control of garrison property used to support units located at Marine
Corps Air Station, Cherry Point, in accordance with references (@ and (b).

2. Cancellation. AiIrSta0 P11016,2D,

3. Summary of Revision. This revision contains major modifications and a
substantial number of changes and must be completely reviewed.

4. Recommendation. Recoumendations concerning this manual are invited and should
be submitted to the Commanding General, Marine Corps Air Station, (Attn: Code LF),
Cherry Point via the appropriate chain of command.

5. Applicability. Having received the concurrences of the Commanding General, 2d
Marine Arrcraft Wing; Commanding Officers, Naval Aviation Depot, Naval Hospital,
MAG-41 Detachment C, and Combat Service Support Detachment 21, 2d Force Service
Support Group, this order is applicable to those commands.,

6. Certification. Reviewed and approved this date.

D T SAVAG
Chief of staYs

DISTRIBUTION: A-2 plus SPCO (100) and LF (10)



UNITED STATES MARINE CORPS
MARINE CORPS AIR STATION
CHERRY POINT, NORTH CAROLINA 28533-5001 s
Alrstao P11016.2E Ch 1

LFMP
16 Mar 1992
AIR STATION ORDER P11016.2E Ch 1
From: commanding OfFicer
To: Distribution List
Subj: STANDING OPERATING PROCEDURES (SOP) FOR STATION PROPERTY
CONTROL

1. Purpose. To direct pen changes to the basic Manual.
2. Action

a._ "Change Management Assistance Office (MAO) to read Director
of Facilities throughout the order.

b. On page ¢-1, under "accT #" add "17" and under "uniT" add
n"pSD-32."

c. On page C-2, "accT# 84", change "H&HS-32" to read "MALS-32."

d. On page C-2, Barrack Accounts, under "acct " add "cu" and
under "UNIT" add "snco Billeting."

3. Summary of Changes. The changes reflect realignment of the
Office Labor Saving Devices function and responsibilities from the
Management Assistance Office to the Director of Facilities.

4. Filing Instructions. This change transmittal will be filed
immediately behind the signature page of the basic Manual.

5. Certification. Reviewed and approved this date.

Shief sE{peaff

DISTRIBUTION: A-2 plus SPCO (100) and LF (10)
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LOCATOR SHEET

Sub j: Standing Operating Procedures (S0F) for Station Froperty
Control

Locatians:

{Indicate the location{(s} of the copylies) of the Manual)

Erclaosure (1)
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10 JuL 1991
SOF FOR STATION PROFERTY CZONTROL

CHEFTER 1
GENERAL

1000,  SCOFE

1. This manual provides procedures for the control and maintenance
of all garrison property and eguipment furnished to the Marine Corps
fir Srtation (MCARY, Cherry Foint, Second Marine Alrcraft Wing (2d

Mal) wunits, and other tenant uniis.

smential features of these procedures ares

accountability, maintenance, and disposition

a. Acquisition,
including Table of

mf MCAS garrison property and sguipment,

Equipment (T/E) items for MCAS units, will be accomplished by the
Station FProperty Control Officer (SFPCO), unless otherwise excepted
by +this Order. 7The accountable records for plant property will be

maintained by the Comptrol ler and custodial records will be prepared
by the Facility Development Department, or the unit Garrison
Froperty Responsible Officer (GFRDO) as per AirStal 11016.75%.

b. The Supported Activities Supply System (SAS8Y) mechanized
supply management system will be utilized, with modifications, by
the BFCO in controlling and accounting for all monexpendable
nonconsumable and certain expendable MCAS property within the scope
of this manual, except for plant propsrty which is contrulled by ths
Comptroller in accordance with AilrStal 11016073,

1001, MISSION. The Station Froperty Control Branch is responsibles

for providing garrison supply support to all Station and Fleet

(FMFY units for supplies of non-Servmart or Shop Stores
certain expendable nonconsumable and

wee within the MCAS units, except repailr

Marine Foros
tvpe, and control of
nonavpendable type items in

parts.

100R.  USE _OF _TaM EQUIPMENT BY sTATION ORGANIZATIONG. Table of

Authorized Mater lals (TAM) type equipment, regardless of supply
category, will be used by MCZAS organizations when one or mare of the

following circumstances exist:

a. The equipment is essential for the accomplishment of
assigned missions in support of Station unit5 ur the Sslected HMarine

Corps Reserves (SMCR).

b. The equipment is authorized by UEMOC T/E B8411.
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c. Like sguipment. of & compatible nature #s not. available from
a commareial vendor.

1003, STOCEARBE OF SUPFLIES

l . Nonexpendable garrison property will. not. be stocked i.n excess
quant Ities by units aboard ttie Station. Those guantities author ized
by the unit’'s Consol idated HMemorandum Receipt (CMR) are authorired
to be on hand and those assets are to be "in use" at all times.
Eupsndable items issusd by Station Froperty Control and required by
pusing units will be requisitioned for immediate issue arid use.

2. The SFCO wi.ll not. mormally maintain stocks of nonexpendable
property except those stocks resulting from turn—-ins of excess by
the using units. All val.id requests will be filled from availabl.e
stocks without charge to the reguesting unit. Items not in stock
will be reguizitioned by Station Froperty Contreol from the
appropriate supply sowce as the availability of funds permil.

1G04, PROCUREMENT OF EQUIFMENT/SUPPLIES EY STATION FROFPERTY CONTROL
BRANCH

L. The primary souce OF supply for garrison property and supplies
will be requisitions placed on the supply system and/or through
contracts established by the Contracting Department for the SFCO.

2. Alternate sources of garr Ison esquipment and supply may be
utilized when authorized anmd beneficial to the Command, e. g.:

a. Excess property that becomss available through
redistribution fran cther commands.

b. Excess property available through the Defense Reutilization
and Marketing Office (DRMO).

3. It is essential that maximum utilization of the excess program
be effected in the iInterest of supply economy: however , in
accordance with the current edition of MCZO 4300. 11, Instructions for
Digsposition/Utilization of EXcess Personal Property, and to ensure
that monetary savings are factual , the follawing procedures will
apply when requisitioning excess garrison property from the DRMO:

a. Any DRMO excess garrison property desired by the using unit
will be reported to the SFLO by mational stock number (NSN),

location in DRMO, and turn—in document number (s} in accordance with
ARD 4870.3B. The unit commanding officer/officer in charge will
submit written Jjustification to the SFCO explaining why the
particular equipment is required along with a Modification ofF

Al lowance (MDA) .

14
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b. The SPCO will ensure that a valid requirement exists for the
desired property and that. the capabi lit.y to maintain the equipment.
exists prior to requisitioning the item{(s) from DRMIJ. Frocuremsnt of
oft Ice labor saving devices (OLSD) shall be validated by the

AR LE 550 b }oprior to requisitioning the
oot Ve

i%em(s}.

[ When appropriate, limited technical inspections (LTIs)
and/or physical inspections will be conducted by Station Froperty
Control representatives to validate the condition/life expectancy of
the desivred sguipment.

d. 1+ the desired DRMO excess property is found to be
serviceable, maintenance support for the equipment is available, and
the requirement is valid, the SFCO will requisition the desired
pguipment from the DRMO and issue it Lo the using unit.
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S0OF FOR STATION PROFERTY

CHAFTER 2
ITNVENTORY CONTROL FROCEDURES FOR GARRISON FROFPERTY
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SOF FOR STATION PROPERTY CONTROL
CHePRTER 2
INVENTORY CONTROL PROCEDURES FOR BARRISON FPROFERTY

2000, GEMERAL

1. Tt 18 the responsibility of the using wnit commander/officer in
char-ge to have on hand only those quantities of garrison property
ragquired while the wunit is in garrison. The nfflcer in charge or
MCDIC of Station Froperty Control will be the using unit point of
contact +for gartison property reguirements.

2001.  LOADED UNIT ALLOWANCE FILE_ (LUAF)

1. Allowances listed on the Station Froperty Master Consolidated
Memorandum Receipt (CMR)Y Reoll~-up Report for garrison property items
established based on using unit reguirements to support

while in garrison. Allowances for garrison property will
the using unit and the Station Froperty
Control O0fficer in accordance with MO 101&60.88, dependent upon
space uwtilization and funding availability. In the case of office
labor saving devices {(OLED) or printing/copying equipment, this
Justification must be based on T/0 reguirements, and reqguests for

additional or upgraded office labor saving devices or
prtlengfcmpylng squipment must be substantiated by the Maa&gemant&&zifc%
Reguest for office labor saving devices (OL.SD:

ar e
operations
be established bheltween

Foci\ bes = ——
o prlntlng!ropylng equipment will be submitted to the SPCO via MAD
(see Figue S3-13), Reguest for garrison OLSD equipment Ffrom Pnd MAw

units shall be endorsed by the Wing Compitroller and the Wing Supply
Uf{lcgr prior to submission, asz noted above. ALl reqguest for

£ 5 g egquipment and word processing eaguipmeant
wWill b ; oy the Director, Regional Automated Services
Center iTHSC‘ Fur appropriate action in accordance with ABD S230, 5A.

3. The LUAF iz the means by which the Air Station Commanding
and maintains the records of authorized MCAS

The SFCO is responsible For the continuing
loaded

Ganeral establishes
property allowances.
maintenance and revisw of allowance assets and reguirements

to the RUAF,

Z.  The LUAF is updated dwing the inventory update and will be
FMF SASSY Using Unit

maintained in accordance With UM 4400-124,
Frocedures,

.----.r u)r-\

“ln

ALLOWANE E FILF C&ueﬁm
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1. The RUAF iIs the data base which produces the CHR and will. be

updated in accordance with UM 4400-124, FMF SAESY Using Unit
Frocedure.

?.  The RUAF contains a record of auvthorized allowances.
. The CHMR is the means by which the S5PL0 controls all garrison
- 1 plant account items) in the hands of using units. The

CMRt will be producsed semiannually (ses appendix ), upon change of
Barrizon Froperty Responsible (Mficer (GFRO), and upon request of

GFRO.
When the GFR(Q receives a mew CMR, the on-hand balance arid UsMC

4.

serial numbers will be verified. The GFRO will then report to
Station. Froperty i.n order to sign arid initial. the original copy of
the CMR. If discrepancies are noted by the GFRO, reconcile any
differences that may exist. by providing a list of CHMR discrepancies.

This action will be completed within 15 days from the day of
dissemination by the SFCO.

Y. Records at. the responsible unit level will be kept to a minimum.
Group property responsible officers must enswe that their records
are maintained current on a day-—-to-day basis. One copy of the OMR
with pending increases and decreases is required to be maintainsd at
the unit levael. The GFRO's copy of the CHMR will. be updated in penci
when nly when these records are maintained current will
the RO e discharging his/Zher duties of supply management with

pffech iveness.,

#. When using units reguire allowance changes to their CMR, the
commanding officer/of ficer in charge will submit a reguest for
allowance change, in letter format, t.a the Director of Facilities,
Marins Corps Alr Station, Cherry Foint 1Code LFM) i(ses Figures 2-1
and Z-2y . The letter will reflect new items to be added, items to be
deleted, or changes t.n current al lowances. The letter will provide
custification For alll increases/decreases to current al lowances and
additions of new items of sguipment.

7. Informaticon appearing on the CMR will. be utilizesd when
requisitioning allowance type items.

200, T/E_MECHANIZED ALLOWANGE LIST_(MAL)
1. The HAL for T/E 8411 will support the following units:
Headguarters and Headguarters Sguadron, Station Operations and
Frigineering Sguadron, Naval Aviation Depot, and the Reserve Support
The OCMRs for units reguiring T/E types items will be produced

Unit.
=miannual basis during the same oyole as the garrison property

] I )

MR

appendis Y.
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S0F STATION FROFERTY CONTROL

UNIT HEADING

4400
Date
Froms: Commanding Officer/Officer in Chargs
Toz Director of Facilities (Code LFM), Marine Corps Ailr Station

Vias tAppropriate chain of command)

SGubj:  REGUEST FIOR ALLOWANCE CHANGE IN GARRISON FROFERTY/MINOR
RROFPERTY

et {a) AirStald FI1016.2E

1. In accordance with the reference, an allowance madification for
the below listed items of garrison property for account #-——--, with
appropriate justification for each line item, IS hereby submitied:
FRESENT REGUESTED
TAMCN NS NOMENCLATURE ALLOWANCE ALLOWANCE

Justidications

/Signature/s

Mots: Farh individual item regquested must have a justification
statement. The statemsnt " Submitted in accordance with SECNAVINGT
1044£7,14" must be included if reqgquesting filing cabinebs.

Figure 2-1i-—Sample Change of Allowance Reqgquest Lebber

f-J
i
o
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S0F FOR STATION FROFPERTY CONTROL

LINIT HEADING

From: Commanding ¥ficer/Officer in Charge

Toe Director of Facilities (Code LFM}, Marine Dorps &ic Station
(Appropriate chain of command)

Gub i RERUEST FOR ALLOWANCE CHANGE IN TABRLE OF EQUIPMENT (T/E)

Rat s Ead UM 4400124

1. In scocordance with the reference, an allowance modification for
the below listed items of Table nf Eqguipment (T/E) +for account ¥,
with appropriate justification for each line item, is hereby
submitted:

FRESENT REGUESTED
‘TAMCN NEN NOMENCLATURE ALLOWSNTE ALLOWANCE

Justification:

/Bignature/

Motee Each individual item reguested must have a justification
statement.

Figure 2-2--Sample Change of Allowance for T/E

a7
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SOF FOR STATION PROFERTY CONTROL
CHAFTER =

REQUISI T ONING FROCEDURES

TO0G.  GENERAL

1. This chapter &stabl Ishes procedures for the using units to
zubmit requisition5 and cancellations to Statiun Froperty Control.,
In canjunction with these procedures, using units should develop
desk top procedures oublining the basic responsibilities and tashk

assigned the garrison property clerk.

F001.  BOURCES OF SUPELY

1. The means of submitting standard stock item requisitions to
Station Froperty Control will be on a DD Form 1348 using Documeant
Identification Code (DIC) Z0A with appropriate justification.

OLSD requisitions will be requested on MCAS Form 10460/1, (Rev
2-89), (Samples Figurs SBQE) tbeig'rmg%egﬁz will be sent to the OLSD
representative at the 5 Yoo - : Aice, Stop L.
Monstandard stock item requisitions or special project request will
be submitted in letter form to the Director of Fagilities (Code LFM
arnd will include the following: rmomsnolature, guantity, cost,

if applicable, source of supply, and detailed
budget cycle for class
be

specifications
Justification. Concurrently with the annual i

arid 4 properity, bhudgetb
requesterd from using units to identify budget deficiencies.

2. Requests for plant account items with a unit price of 3,000 or
more will be submitted to the Director 0OFf Facilities (Code LFM).
Procedures far regquesting Class 3 and 4 Plant Property will bhe
promulgated annually during the budget cycle.

3. Non—garrison prnperty Stock Fund Account (8FA) Table of
Eauipment (T/E) items will. be requisitioned through Station

Froperty Control .
FO0E.  EREEARATION DF REQUISITIONS

3. When regquesting garrisnn property, the using unit will complete
the applicable portions of the requisition {(ses card layout far DIC
Z0A in Appendix BY. In preparing the requisition, the requiresd data
may be typed, printed, or stamped, In any event, all data must be
legible on all copies of the requisition. Prior to preparation of
the requisition, the Station Froperty Control Master Header
Information File (MHIF) will he reviewed to ensure that current and

e
ot .
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accurate supply management data is entered.
2. Distribution of the requisition will be as follows:
a. The original will be forwarded to Station Property Control.

b. One copy Will be furnished to the responsible unit
concerned.

. The hard copy will be filed in a garrison property
requisition file. 'The garrison praperty requisition file will
contain copies nf all pending reguisitions submitted to Station
Property Control. This file will be maintained in document number
segusnce and reconciled on a monthly basis with the Requisition
Feconci liation L.isting provided by Station Froperty Control.

EZ. Walk through requisitions may be submitted fur urgent
requirements directly to the Facilities Equipment Planning and
Frogramming Division Head. Authority for f Enal. approval of

walk through requisitions will rest with the Facil ities Equipment
Flanning and Programming Division Head., If an issue is made, Station
Froperty Control will inssert the issue on the CMR during the next
update. I+ Statian Froperty Control. cannot furnish the material as
requested by the walk through, the requisition will be processed
against the backorder file pending availability.

ZOOT.  RESFONSIBLE WUNIT_DEMAND_LISTING

1. Monthly, the SFCO will provide all units with a listing of
pending requisitions.

2. Responsible officers wi.ll be required to review the list of
pending reguisitions to determine if the requirement is still valid.
The Rezponsible Unit Demand Listing (RUDL) will be reviewed and
reconci led at the Station Froperty Control Uffice. Failure to return
the RUDL will result in cancellation of all pending requisitions.

004, MISCELLANEQUS REQUISITIONING FROCEDURES

1, All requisitions submitted to Station Froperty Control must be
signed by the GFRO and include appropriate justification for the
raequirement. If the rsquirement exceeds current allowances, a
modification of al lowance must accompany the Z0A requisitions.

2. Requisitions for air conditioners and space heaters (except
replacement) must be approved by the Station Energy Program
Coordinator, Facilities Maintenance Department (Code L.LCU) via the

appropriate chain of command prior to submission.

T-4
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3. FReguest for publications from Station units will be forwarded
¥rom the holder to the Station Adjutant, via the appropriate chain
of command. Valid reguests will be placed on order with Station
Froperty and wupon receipt will be issued directly to the Station
Adiutant for disbtribution. Station Froperty will conduct back order
reconciliations for publications with the Station Adivtant on a
monthly Basis.
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ADDITIONAL DEMANDS LISTING AND RECEIFT FROCESSING
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S50F FOR STATION FROFERTY CONTROL
CHAFTER 4
ADDITIONAL. DEMMNDS LLISTING AND RECEIFT FROCESSING

4000, GENERAL

i. The Marine Corps Air Station receives its supply support from
the Supply Directorate, MCAS, Cherry PFPoint, North Carolina. an
outstanding reqguisition list (ADL) iz furnished to the customer on a
monthly basis;. Working the Additional Demands i.ist (ADL} and the
BACKORDER (B/70) Listing is an essential function in the operation of
a garrison property accourt. The 5FCO must ensure that the ADL and

B/0 list properly reflect due in backorders for which a valid
regquiremsnt exists.

2. With the submission of a requisition, a backorder is established
if assets are not available for immediate #ssue. When funds becoms
available, aftter screening DRMO, a requisition will. be submitted to
the Supply Directorate.

4001, RESFONSIBLE UNIT RECOMCILIATION AND BAGEURDER Vab il U

1. The ADL will.l be reconciled by the Station Property clerk with
the garrisun property pending Backorder List upon receipt of a naw
ADL.. Imformation appearing on the ADL. will. be matched against the
pending garrison proaperty additional demands for validity, =.g9. , NSN
and quantity. Once an additianal. demand appears an the aAbDL., the
duplicate copy filed in the pending demand file may be discarded.
When the new ADL has been reconciled, the old ADL may be discarded;
howsver, sound management may dictate its retention for record

purpUses.

2. The garrison property backordsr list will be val.idated by the
responsible unit on a monthly basis. Upon completion of the
validation, a copy of the B/0 lists with regquired actions noted will
be filed in the Station Fraperty Control Office and mairmtained for
12 months.

__________________ If any doubt exists as to whether an

item was received from Station Froperty Conteol , the using unit may
request a copy of the original issue document ("Froof of Delivery™:
from Station Property Contral provided that the issue was made

within the previous 12 months.

4007, RECEIPT PROCESSING.

400%,  DISCREFANCIES_IN SHIFMENT. When material is received at the

using wunit, it will be verified against the shipping invoice to
ensure that the item received actually corresponds to the item
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listed on the invoice. Equipment which is received still pachked in

the manufacturers shipping container will be checked for damage.
New items which are found fto be damaged when unpacked will

immediately be reported to the 5FCO by telephons and further
unpacking will be suspended until approval is given by the SFCO.
Facking cartons and materials from damaged items will not be
discarded unless directed by the SFCO.

J2 A
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CHAFTER 5
MISCELLANEDUS PROCEDURES

SO00.  ROLLEACK/TURN_IN_OF MATERIAL _(DIC_BWA)/(DIC_ASJ)
1. All excess serviceable garrison property within the using unit
will. be rol led back/tuwrn=d in to the Station Froperty Control
wtilizing & DIC BWA issue to rollback transaction. The format.
contained in Figure 5-1 will be used for the rollback transaction.
All unserviceable garrison property will be turned in utilizing a
DI A%I DRMO turn in transaction as shown in Figwe S-2. Oneg
document is reguired for each line item (NSM) being rolled back or
turned 1IN to Station Froperty Dontrol.

2 In the svent Station Froperty Control ‘s material inspector
determines that material being rolled back/turned in is beyond
pconomical repair, Station Property Control warehouse personnel will
prepare documentation for twn in to disposal (DIC ASJ) and direct
the using unit representative where to dispose of the material. The
signed (by DRMD) ASJ (Disposal Release Order) mat must be returned
to the Station FProperty Control Ffice before any property records
can be adiuzted. This should occur immediately after delivery of the

material to DRMO by the unit representative.

5001,  FICK_UF_OF _MATERIAL AT STATION FROEFERTY CONTROL

Each unit with a Station Froperty Control account will provide a

1.
authorizing

Letter of Authorization to Station Froperty Control,
individuals to receipt for material from Station Froperty Control.
The format contained in Figure 53 may be used for this purpose and
AilrBtald F11016.2E

auvthorizations will

change dictates.

be updated at least once every six months, or as

=, Mo individual wil.ll be allowed to receipt for material at Station
Froperty Control unless their name appears on a currant Letter of

o3 en

Authorization and they have a valid ID card in their possession.

SO02. TRANSFER_DF MATERIAL BETWEEN USING UNITS
. Transfer of garrison property is authorized without approval
from the SFCO. For 0OLSD equipment, approval must be obtained from

Mal.

- The unit transferring the material (the losing wunit) becomes

responsible for hand delivering the necessary documentation for all

A,

PO ]
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unit.s involved to the appropriate using unit. manager at Station
Froperty Control.

" Transfer. of garrison property between using crnits will be

effected In the following manner-:

a. Losing Unit. FPrepars a transfer document (DIC AZA) to
tramsfer the material accountability $rom one unit to the other. The
AR2A documsnt number will be assigned by the gaining activity. 'The
format contained i.n Figure 5-4 will he utilized far the transfer
transaction.

G005, ADJUSTMENT THANSACTIONS
1. Adijwstment transactions DIC D8_ (gain) or D9_ (loss) will be
prepared in accordance with the formats contained in Appendix E.

a. Inventory gain adjustment (DBR) /miscellaneous gain
adijustment (DIC DB8ZY will be prepared to report gains of material
found on hand and not carried on the garrison property account.
Ssrialized items;, such as typewriters, must cite the serial
numbrer (=) gained. Every effort should be made to verify that the
gain was not the result of some other transaction {(e.g. AZA, BUWA,
receipt D6AY which failed to process or processed erroneously,
hefore a DB_ iIs submitted.

3 Imventory loss adiustments (DIC DPE) and miscellaneous loss
adiustments (DIC DRZY will be preparsd to report the loss of
material not covered by obther tramsasctions. Every effort. should be
made to verify that the loss was not the result nf some other
transaction {e.g. BWa. a57, A2A) which fzailed to process oOr
processed erroneously, before a D9_ is submitted.

i Inventory/miscel Laneous adjustments with an extended money
value of FB0O or more and nonexpendable items (serialized) , will
reqguire approval by Director of Facilities before amy adjustment may
be made. The procedures relating to the requirements for the conduct
of investigations containsd iri the current adition of MCO P4400. 150,
Consumer Level Supply Foliocy Manual , will be adhered to when
processing adjustments with a dollar value of FB0O or more and for
ronexpendable items. Adjustments +or less than #BOO or expendable,
noncontrolled items do not reguire investigative action, but will
contain an explanatory note and the signatwe of the GFRO. SFCO has
the authority to approve and process adijustments less than #8000 ar
expeandable, noncontrolled i1tems.

d. The original of inventory/miscellansous adjustments wil 1l be

1
i
S
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retained in the SFCO's voucher file. 'The Station Property Control
clerk willl update the MAL and CMR and a copy of the adjustment will
be filed with the MAL. pending adjustments.

- Copies of all documents involving gain(s)/loss(es) of (LSD
equipment will be forwarded to MAQ, and the Supply Clerk
{maintenance contracts) Facilities Development Department. for
information by 5FC.

5004.  INVENTORY PROCEDURES

1. With centralized accounting and decentralized utilization of
garrison property | accurate and timely physical inventories are
sessential. Controlled inventories are required +or all assets
carried-on the balance record of Station Froperty Control.

7. Using units maintaining a garrison property account have the

limited technical assistance for conducting inventories will be
provided by the SFCO. The SFLO may provide inventory personnel o
assist during the inventory. The SFO0 will establish the cutoaff
dates for the inventories, and while inventories are in process, no
transactions aftfecting the unit will be processesd by Station
Froparty Donbteol.

%, Thers are two types of inventories which will be conducted
imval ving garrison propertys

mmmmmmmmmmmm A11 garrison property will be physically sighted
inventoried at least semiannually as per Figure 5-6. Change of
unit GFRD inventories (if required during the year) will be utilized
for this regquiremsnt, if at all possible. Upon completion of the
inventory, the GFRO will sign the CMR; discrepancies will be
reported to Station Froperty Control +for processing. After they have
all obther tramsactions held and not processed during

. Semiannual .
ard

besn processed,
the inventory will be processed; these pe
he wvalidated by the GFRO prior Lo any adiustment submission.

b. Spot_Inventories (COMCABEAST Search). A spot inventory is a
orne time physical inventory of selected items, nobt in conjunction

with scheduled inventoriss. Thizs type of inventary is reguired
whenever a known or suspected difference occurs between the balance
or? Station Property Control records and the using unit’s CMR. Spat
inventories may be initiated by the using unit or reguested by

Station Froperty Control.

4. Friior to beginning a wal. l~to-wall inventory, the using unit
ashowuld obtain a current CMR to substantiate current on hand balanceas

and serial. numbers.

-5
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5005,  INVESTIBATIONS

L. When nonexpendable items of garrison property in the possession
of a using unit becomzs missing, clestroyed, or damaged, the
circumstances surrounding such cases will be reported to the

using unit’ s BFRO who will initiate a request for an investigation
(Figures 5-9 and 5-10! to the appropriate unit commanding officer
authorized to initiate investigative action. 'The reguest will be in
letter form and will. include sufficient copies for esach officer
required to keep records of receipts, expendituwres, and balances of
garrison property on hand, including the SFC0O. Procedures for
Frocassing Contractors Claims within the Marine Corps, will te
initiated by the S8FCO. Materiel pending investigation will he held
by the using wunit pending disposition instructions.

2. Upon completion of ttie investigation into the circumstances
surrounding the loss, damage, or destruction of garyrison property,
the unit commander conducting the investigation will forward the
investigation to the Commanding Gensral, MIAS (Attn: Director of
Facilities) via the appropriate chain of commarnd.

3. Upon receipt of the approved report of investigatian, the SFO0
will notify the using unit concerned of the action to be taken by
letter arid will carry out the approved recommendations which affect
propecty under his/ her cognizancs. The 8FCO will certify at the

botton of the last page of the report of investigation that
gigposition as directed has been accomplished and assign a

wirnee- number to the investigation. When all required action has
hwen completsd, the signed copy of the approved report us

investigation will be retained in the SFCO’'s voucher file. The MAD
and supply clerk (Maintenance Contracts) Facilities Development
Department will be notified of disposition of OLSD eqguipment.

4. Except as noted in the following paragraphs, the approved report
of investigation will be used as the accounting document to drop all
property listed on the report. The following items will not be
dropped, but will bhe ruled oulb by red lines on the report of
investigation:

E Ttems that are to be repaired and retained on the property

racords of the using unit.

v ITtems the government is reimbursed for by cash/checkage
sale. Ttems of garrison property within this category will remain on
the investigating unit’'s property records untill cash/checkage action
is stfected by the unit.

o When finasl disposition instructions have been received by the

......

SFCO and the property appearing on the approved report of

£



AirStall PL11016.2E
. . ) : 0
investigation does ngt involve DIC D7Y or p7F, a Dgg mggée¥?£nemuﬁ
loss transaction will be used to drop the property from the Station
Froperty Control records.

& When disposition of the property appearing on the approved
report of investigation involves the preparation of DICs D7Y or D7F,
the following prooessing procedures will applys

a. DIF_Inyvoices. Ths GPRDO's retained copy will be filed with

the MAL and annotated with the report of investigation referenced in
the remarks block of ths branssaction.

. Checkage (D7Y). Two extra copies of the individual's
Checkags Form (NAVMC &) will be prepared by the unit Supply Office.
One copy will be attached to both the original and duplicate of the
report of investigation involved. When the copy of the investigation
and individual ‘s checkage form is returned to the GBFRD, it will be

forwarded to the SPCD and used to drop property from the Station
Froperty Control CHMR.

forwarding for approval (after approval by the unit commanding
cfficer) and will be used by the SFCO to drop the property from the

using unit s CHKR.

S006.  PROMIBITION OF REMOVAL _OF _GARRISON_FROFPERTY FROM _MEAD CHERRY

EOINT

1. The Station Commanding Beneral has the authority to avthorize
the use of garrison property during field exercises, which do ot
evcead sixty (60) davs. Any required use of a longer nature will
require prior approval from the Commandant of the Marine Corps.
Garrison property WILL NOT_BE_TAKEN INTO THE FIELD OR_REMOYED FROM.
THE CHERRY FOINT AREAS WITHOUT FRIOR_APFROVAL. Units will submit

their reguest for authorization, with complete justification, as
follows:

a. Furniture— Director of Facilities (Code LFM}
B, Communicat Bons— Station CEQ

. Office Labor Baving Devices— MAO

. ADFE- Officer in Charge, RABC

e )

with the instructions contained in the current edition of UM
garrison property used during field exercises will, be reimbursed by
the using unit to the Station Comptroller.

= The appropriate department will. initiate action in accordance

&7
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He In order to inswe that Station Froperty Control office machines
ara not inadvertently deployed or removed from the Cherry Folinlt area
and to guard against loss or damage which may oocur while units are
separated from their garrison property assats, all garrison property
and plant ac b office machines will be turned in to the Station
Froperty Control warehouse (Building 151). Machines will be turnsd
i on the last working day prior to deployment. These items will be
ramoved from the unit’'s CMR and will be reissued on request apon the
untit s return from deployment.

S0G7.  VDUCHER_FILES

1%

1. The official. voucher file for all garrison property items
maintained by the SFCO. Integral to this file Is the money valus
gain/loss notice (MYGLN) produced by the SASSY system.

a. The MVGELN is produced in an ariginal and one copy. The
original is maintained, with appropriate signatures, 1In the SFCO
vourher file.

bh. Other elements of the voucher file Include cash col lection

vouchers, miscellaneous transactions (DIC's D7J, D7F, and Z2M) ,
cash/checkage sale transactions, reports of investigations, letters
of unserviceability (DIC WIR) with disposition instructions. The
SFCO s required to maintain voucher files in accordance with this
paragraph and will be guided by the instructions contained in UM
440015, rganic Froperty Control Frocedures , and UM 43400-124 ) FMF
SASSY lising Unit Frocedure.

5008.  CONTROL_OF_SMALL_ARMS_(STATION_UNITS)

1. The Commanding Officer of Headquarters and Headguarters Sguadron
Will appoint a Station Ordnance Officer f£o nversee contral and
accountabil ity of small arms. He will also assign personnel €0
conduct required monthly inventories and report findings to the

SPCO.

2 The SPC0 is requirsd to accomplish appropriate reporting to the
Maval Weapons System Center, Crane, Indiana, in accordance with the
current edition of MCO 8300,1, USMD Serialized Control of Small Arms
System.

HO0%.  AEEIGNMENT/RELIEF OF COMMANDING OFFICERG/OFFICER IN CHARGE
1. Relieving commandirig cfficers/officer in charge will conduct
necessary supply/garrison property inspections to assuwe themselves
af the condition of material , records, and operating procedures. AL

53



AirStal F1i0lée. 2F
10 gur o

a minimum, these inspections will include personal spot cheol of
materiel on hand and personal examination of records and procedures
sufficiently in debtaill to provide an evaluation of ths acourany of
the records and efficiency of supply/gerrison property operations.

7

2 This inspection will be completed by the commanding
officer/ofticer in charge or designated representative thereof
within 20 days aftiter assumption of comnmand, or as soon thereatter as
circumstanceaes permit.

. Prior to relief, the commanding officer/officer in charge will.
furnish a certificate to the relieving cammanding officer,
indicating the status of supply/garrison property operations within
the command. Any major deficiencises will be included in this
certidicate.

=010, ASSIGNMENT/RELIEF OF UNIT GARRISON_FROFERTY RESFONSIBLE

QFF TCERS
1. When the assignment/relief of a unit GPRO is required, the
commanding officer/officer in charge will submit a Copy of the
Letter of Appointment to the SFO0 (see Figure 5-5). Individuals
Fracommended for assignment as BFRO s will be an officer, staft

i civilian of egquivalent rating,

moncommi ssioned officer, or o1
prafarably with some supply sxperience, who are readily available

within the activity/department and who are not scheduled for
deploymant or permanent change of station moves within six (&)
months. The commanding officer/officer in charge will ensure there
is no lapse between appointment/relief of GFRO's. The responsible
officer should be an individual having administrative command or
contrel or both over all personnel who will be assigned eguipment.
Responsible officers will not be assigned equipment or supplies used
af control. Responsible officers will ensure that

outside their span
the following supply managemsnt principles are applied:

a. Heport all on hand equipment to the SPLO.

b Maintain assigrned eguipment in a ready-for-use and
i

. i
sarviceable condition.

o, Account for equipment issued or subcustodied arid maintain a
record of custody for such equipment. (5FCO has an automated program
available to GFROs for sub custody records)

. Report changes o the account records to the SFCO within 15
days .
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2. HReguest necessary investigative or adjustment asction in
writirig, for equipment abuse or loss to the commanding
of ficer/officer in charge.

f.o  Conduct periodic inventories at lesst semiannual lly for all
gauipmant assigned to the account.

G Eztablish and conduct internal training programs to ansure
all aspects of this order are followed.

2. The responsible afficer will report all overages and shortages
to the commanding officer/officer in charge prior to transterring

xxxxx

the responsibility for the properity to the responsible officer’'s

successor. A copy will be submitted to the SFCO.
%. The relieving responsible officer will inventory all of the

itwms appearing on the unit's CMR and make a careful inspection of
the condition of the materiel.

4, The new and old responsible officers will conduct a joint
inventory. Wien the relieving officer is satisfied that. the property
reflected on the CMR i physically on hand or properly accounted
for, he will submit & Letter of Acceptance, as per Figure 35-7, and
that individual will sign the original cover sheet to ths CMR, which
ig maintained by the S5FCO, thereby acknowledging receipt of the
equipment concernsd. This action will be taken within 1.5 days aflter
assignment as a responsible officer., Request for extension to this
time frame will be submitted to the commanding officer/officer in
charge for adjudication. A copy will be submitted to the SFCUO.

S I+ the relieving officer Is not satisfied with the condition of
the records, supplies, personnel, or other matters coming to his
attention, the relieving offiser Will immediately report the facts
to the commanding officer/officer in charge, as per Figure S5-8, for
such acktion as may be dssmed mecessary.

&  The current responsible officer will retain the responsibility
for the items an charge until the original cover sheet of the CHMR is
signed by the new responsible officer and/or discrepancies are

appropriately resclved.

7. During the period when the relieving unit GFRO is conducting the
inspection and inventory of the account, the umit will be in a
"“frozen" status and will not, ezcept for emergencies, be allowed to
diraw or turn in property. When an emsrgency exXiIsSts.,a letter signed
by the commanding officer/officer in charge, With justification,
will be submitted to the SPCO for action.

D10
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8. Responsible officers will not, when it can be avoided, be
detailed for duty which will separate that individual from the
public property for which he is responsible.

e I+ a responsible officer is detailed for such duty which
tenporarily separates him from such property, the GFRO will
designate another responsibl.e individual to take charge of, receive,
and issue such property iri the name of the temporarily separated
responsible officer.

10, If there is nu nthet- individual available for such designation,
the commanding officer/officer in charge will take personal charge

of sucti property.

1i. Any- person taking charge of Government property under such
circumstances assumes direct responsibility for the handling and
disposition of al.l such propsrty left to his charge arid for the

maintenance of the records thereof,

12, In the absence of the responsible officer dus to temporary
additional duty (TAD), leave, hospitalization, etc., extended beyond
a period of 30 days, a regular transfer of propaerty to another
responsible officer will be made.

=051, ACCOUNTS I UFROZEN! STATUS

1. From time to time, it may be necessary to place unit accounts in
a "frozen" status for nonresponse to the reguirements of this order

or repeated reguests from the SPCO.

2. Failure 1O submit an appropriate semiannual CTHMR by the stated
deadlins, without approved extension, is the primary reason 3or
placing an account in a "frozen” status.

3. When an account is placed in this status, a letter will be

forwarded to the commanding officer/officer in charge of the
aftfected account statirig the reason the action ha; been taken.

4, Urit’'s in a "frozen® status will not be allowsed to submit
requisitions or to receive issues until the reqguired action has been
takern.

5012, TEMPORARY _LOANS TO _USING WUNITS

1. Fequest for temporary loan of any garrison property item must be
submitted by letter- to the SPCO at least five working days in
advance of the reguirement., Approval of temporary loans will depend
o availability of the itemi{s) requested.
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2. Approved temporary loans will be made for a maximum of thirty
days only and will naot be approved beyond that limit. Request for
loans of property to be ussd in the fiel.d or outside the confines of
Marine Corps Air Station, Cherry Foint, must be addressed to the
Commanding Gsneral (Attn: Director of Facilities).

SOLE. AUTOUATED DATA _FROCESEING EQUIPMENT. All automated data
processing equipment (i.e. hardware, software) is controlled and
aged by the Regional Automated Service Center (RASC) in

ordance with ABQ SRZ0.5A. The SFCO is the accountable officer

for those items reported received/disposed or transferred.

han

Z014.  AREA_CARFET/RUGE. Arsa carpets will be provided for the
barracks as per AB0 10160.1. Area carpets will be supported for

he administrative areas for the Commanding fficer, Executive
Dfficar, and Sergeant Major only. Al other requests will be handled

on & casg by case basis dependent upon availability from DRMO.

SO1E. BLINDES/DRAFPERIES. Rlinds must be included in a Military
Construction Froject in order to be auvthorized and conssqguently
replacement of such blinds must be submitted as a Minor Construction
Request. Draperies will be provided to those areas not supported by
hlinds if deemed debtrimental fto living/working conditions.

Repl acemnent of draperies is controlled by SPCO on a 7 year bhudget
cycle. Cleaning of draperies is an annual process dependent upon

budget restraints.

5016, COMMUNICATION EQUIPMENT . Al.1 Station communication
gguipment is controlled arid managed by the Station CEOD in
accardance with AS0 2380.1. The SFCO is the accountable officer for
those items reported received/disposed Or transferred.

5017.  SUITCASE CENTER FOLDING. All Officers and Staff NCO's
assigned to the Marine Corps Air Station are authorized to raguest
an initial. issue or replacement issue as per Figure S-11.

Avai lahility is dependent uwpon budget restraints.

S018. TRUNE _LOCKER

1. Trunk lockers will neither be issued nor procured for personal
s,

H01%.  BAFETY SHOE/ROOT

1. Military personnel assigned to the Marine Corps Air Station must
complete a request as per Figure S5-12. Civilian employees must
conplete form MCAS S100/12 and are regulated by ABRD S100.8,
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2. FRegardless of status, no safety footwear is authorized for
requisition/issue without prior approval of the Station Satety
Officer. Tha BPCD iz responsible for the coordination with unit
adninistration sections to ensure appropriate entries are made.

F. Replacemsnt issues are authorized on a vearly basis

i
LY

SOZ0. REFHIGERATORS/MICROWAVES

1. Fefrigerators BER 4.7 cu ft. and SNCO 2.3 cu +t. are authorized
for Fersonngl Support Equipment only. Household refrigerators 9.3 cu
ft. or larger are authorized in support of Station Housing and those
areas that have been approved due to mission essentiality. Mo
refrigerators will be issued to support any "soda mess” or any
activity that would defer any MWR interest. Refrigerators are
mondeplovable.

2. Microwave ovens must be approved by the Station Food Service
Dfficer and must be in support of opesratianal commitments that
preciude personnel from dining facility usage nn a continuing basis.

=021, DERPLOYING UNITS

1. FResponsible Officers are required to contact the SPCO IO days

prior to deployment. Farilities as well as propsrty will remain in
place unless directed otherwise.

o

release from responsibility should be forwarded via the appropriate
chain of command.

2 Responsibility of equipment is inherent with command and as suo

o Eilleting areas should be addressed to the Station Housing

Officar and Administration/Maintenance areas should be addressed to
the Facilities Development Department.
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A= Byl @ﬁiﬁmﬂgﬁwu i"—' i 23 *g'-:::';
BWA 636301X000106 00002’ Y99 14

1 11 i 41 1.1 1 1 i - i 1 i 1
T iBEE™ EOOM SHRIPTO IMARK FOR PROJECT

Station Tester Station Property Control
Wecount #99

8 c [ € .
WAREHOUSE LOCATION TeeLof] UNCT | UNIT WEIGHT e T3 N M fc | FREIGHT RATE socumaut {war | QUANTITY
CARGD | PACK CUBE £ 4 [cone)
G H [ J K L M N|O Ld Q R S

[SUBBTITUTE DATA OTEM ORIGINALLY REQUESTED) { FREIGHT CLASSIFICATION NOMENCLATURE

' , TAMCN KMO19 v

ITEM NOMENCLATURE

w « TIME STAMP .

st SELECTED BY AND DATE TYPE OF CONTAINERIS) | TOTAL WEIGHT R@ml RECEIVED BY AND DATE INSPECTED BY AND DATE

M €

\ c

. 3

»: 1 2 3 ': 7 s

€ € PACKED BY AND DATE NO_OF CONTAINER(S) | TOTAL CUBE v E WAREHOUSED BY AND OATE WAREHOUSE LOCATION

L E

£ R

s
\ et 3 3 6 s 10
REMARKS: H
I certify that all of the{above informatioch Ser# 13579 ahd or M.P.# M0536

AA was taken frgm the CRM. ROcc oD 12345 iee #400107 B
FIRST DESTINATION ADDRESS DATE SHIPPED

11 12 FF GG

13 TRANSPORTATION CHARGEABLE TO Y a B/LADING, AWB, OR RECEIVER'S SIGNATURE (AND DATE)] 15 RECEIVER'S DOCUMENT NUMBER

me ~ 1

13481 1 MAR 74 TOITION OF 1 JAN 64 MAY BE USED DOD SINGLE LINE ITEM RELEASE/RECEIPT DOCUMENT

UNTIL EXHAUSTED

[Py T NPT

coo1-3 DOCUMENT IDENTIFIER (LUSE BWA)

o 8-20 NEN OR L8N (TAEEN FROM CHRO

Ceo 2 UMIT OF ISSUE (TAREN FROM CHR)

oo R DUAKNTITY BEING TURNED IN

Cco ENTER MOO144& IF GARRISON FROFERTY, MOZOOZ FOR STATION
UNITS DISFOSING OF T/7E ABSETS

CC Z6-39 CURRENT JULIAN DATE

CC 40-473 SERIAL NUMEBER BEING USED FOR DOCUMENT (187 TwWd DIGITS
WILL RBRE YOUR ACCT #)

Ce 4547 ACCOUNT NUMBER OF RO WHICH EGUIFMENT RELONGS

coo71 COMDITION CODE OF MATERIAL BEING TURNED IN (A READY TO
ISGUE (NEW!, B~-READY TO ISSUE (UBED))

CC 74-80 UNIT PRICE DOF ITEM BEING TURNED IN (TAEEN FROM CHMR)

BLOCKE A RESFONSIERLE OFFICER AND UNIT ADDRESS

BLOCK R STATION FROFPERTY CONTROL, ACCOUNT 41

BELOCE E TOTAL PRICE OF EQUIFMENT BEING TURNED IN

BLOCE LU TAM NUMBER OF ITEM BEING TURNED IN (TAKEN FROM CMR)

BLOCE X NOMENCLATURE OF ITEM BEING TURNED IN (TAKEN FROM CMR)

BLOCE 1 SERVICEABLE EXCESS, REPLACEMENT NOT REDUIRED

BLOCK AA CERTIFYING STATEMENT, SIGNED BY RO, AND ANY SERIAL

CNUMRBER (8) OF ITEM(S)

Figuwe S-1.-Rollback/Turn In of Materisal

5-14
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S0F FOR STATION FROPERTY CONTROL

848 ey ok ot e
= ied L LU p
et { mou " g ! Adontes ownen | gcr LEEL pes i s
s § ’ oare
ASJ HP? guo 00123456, 00001 00146 ,0345,4101, §Y2024 o NAN, | L 6346
SHY " SHIFTO MARN FOR} PROJECT
Station Property DRMO (SY2024)
DODACC (MO0146) MCAS
AACCT # 41 sCHERRY POINT NC 3 ) € 6346
WAREMOUSE LOCATION Tretor| UNIT | UMt WEIGHT | uNIT vrc wurC | FREIGHT RATE eotvmin |uat | GuANTITY
canco | Pacu cune e uc)
¥ C H 1 J K L M NEO [ a R
| SUBETITUTE DATA STEM ORIGINALL Y REQUESTED) | FREIGHT CLASSIFICATION NOMENCLATURE
17 « TAMCN KGQ032 7110 0] X00 1234 v
b 1ITEM NOMEMCLATURE
w x __CHATR ROTARY WITH ARMS Al
s SELECTED BY AND DATE [ TY#E OF CONTANERISI | TOTAL WEIGHT Rym] RECEIVED 8Y AND DATF INSPECTED BY ANO DATE
« |Serviceable excess or] €
) <
»,| Unserviceable excess €
o 2 3 P 2 s i
E . PACKED BY AND DATE . KO, DF CONTAINERS) | TOTAL CUBE v € WAREHOUSED BY AND DATE WARENOUSE LOCATION
» |Replacement Required pbr 4 !
Replacement not Requilred s :
e ) s 6 ° 10 1
A . : . T H .
[REMARKS W1 certily that this ifem is/is not beigg accounted for : i
on my CMR" : | : I
Ar 188 cc i oo iee |
[FIRST DESTINATION ADORESS RO gf&lﬂ_-——wﬁﬁ:’ """"""""""""""""""""" Ao=mees TTTTTTTTTTITTTIT I 3
v 12 23 iss ‘
, 13 TRANSPORTATION CHARGEABLE TO 14 B/LADING. AWA, OR RECEIVER'S SIGNATURE (AND DATE)| 15 RECEI(VER'S DOCUMENT NUMBER 1
DO TORM 1348— T MAR 74 EDITION OF 1 JAN 64 MAY BE USET DOD SINGLE LINE 1TEM RELEASE/RECEPT DOCUMENT ]
SIN 01024F 0131040 UNTIL EXHAUSTED

DOCUMENT IDENTIFIER CODE (USE ASI)
ROUTING IDENTIFIER CODE (USE MP4$)

NEN (GS5A SYSTEMS NN IF FOUND ON ITEM (SEFARATE DOC'S FOR
EACHY LEAVE IF (3SA NSMN IS5 ENOWN OR VISIELE ON PROFERTY
UNIT OF IS8UE

DUANTITY BEING TURNED IN TO DRMO

ENTER MOO146 IF GARRISON FROFERTY, MOZ0O0Z FOR STATION
UMITS DISFOSING OF T/E ABSETS

CURRENT JUL.IAN DATES

SERIAL NUMBER BEING USED FOR DOCUMENT (1ST TWD DIGITS WILL
BE YOUR ACCT #)

EMTER "SYZ0R4"

ENTER "13"

ENTER "N

ENTER "A"

ENTER "N"

conMpITION CODE OF EKEM(S) EBEING TURNED IN ti: UNSERYV ICEABLE,
UNIT PRICE (TAKEN FROM CMRD

STAT ION FROFERTY ACCOUNT #

DRMO (SY2024), MCAS, CHERRY FO NT, N.C.

TOTAL. PRICE (G 74-80 X CC Z5-29)

TAMCN AND NSN (AS IT AFFEARS ON CMR)

SER BL NUMBERIS) |IF AFFL ICABLE)

NOMENCLATURE AS | T APFEARS ON THE CWVH

UNSERV ICEARLE EXCESS

REPLACEMENT RER@UIRED OR REFLACEMENT NOT RERUIRED

7-3.0 DO NOT WRITE IN THESE BLOCKS

CERT FY NG STATEMENT SIGNED BY THE RESFONSIBLE OFFICER

Figure S5-2--DRMO Turn in Document

o185
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S80F FOR STATION PROPERTY

BRIt -p-1y=

sl e e

£azt

i

7420009876543 | . EA 00001, MOO014§ N LB Y99 A 150
THIFTO MARK FOR 'Tltt?a"_"—‘—‘——‘——:ﬁ

A2A
HIPPE
Station Tester Station Repro
Account #99 Account #100 150 o0
a n c o € |
WAREHOUSE LOCATION w ““l UNIT WEIGHT é'l"'! v FC Our 14 FREIGHT RATE w:un u;‘l. QUANTITY
E G H 1 F X 8 N | o Plo R S
DATA (ITEM ORIGINALLY FREIGHT CLASSIFICATION NOMENCLATURE
v TAMCN KGOO1 v
ITEM NOMENCLATURE |
w TYPEWRITER ™
S$| SELECTED BY AND DATE ~TVPE OF CONTARERSI] TOTALWEIGHT — [Rp»] RECEIVED BY ANU DATE TNSPECTEDEY AND DATE
e
[ 2 3 oy s
:: PACKED BY AND DATE NO OF CONTAINERIS) | TOTAL CUBE V| WAREHOUSED BY AND DATE WAREHOUSE [ OCATION
s
Lo 6 Lhat KJ 10
REMARKS |
I certify that all of the above information Ser# 6730234417 and/or M.P.# M06713
is taken froma,phe CMR. . icc i oo jee

CC 74--80

BLOCK
ELOCHK
BLOCKE
BLOCHK
BL.OCH
El.OCH
BLOCK
ELOCK
BL.OCE

]

N R P
14 B/LADING, AWB, OR RECEIVER'S SIGNATURE (AND DATE)| 15 RECEIVER'S DOCUMENT NUMBEF

DOD SINGLE LINE ITEM RELEASE/RECEIPT OOCUMENT ]

EGITION OF | JAN 64 MAY BE USED
UNTIL EXHAUSTED

DOCUMENT IDENTIFIER CODE (AZA)

NN OR LSBN {(TAKEN FROM CMR)

UNIT OF ISSUE (TAEEN FROM CMR)

GUANTITY BEING TRANSFERRED

ENTER MOO146 IF GARRISON FROFERTY, MOZOOZ FOR SBTATION
UNITS DISFOSING OF T/E ABBETS

CURRENT JUL.IAN DATE

DOCUMENT NUMBER ASSIGNED BY GAINING ACTIVITY

ACCOUNT NUMBER OF LOSING UNIT

CONDITION CODE OF MATERIEL BEING TRANSFERRED A: READY TO
USE

UNIT PRICE OF ITEM BEING TRANSFERRED

UNIT AND ACCOUNT NUMBER ITEM BEING TRANSFERRED FROM
UNMIT AND ACCOUNT NUMBER ITEM WAS TRANSFERRED TO

TOTAL PRICE OF EQUIFPMENT BEING TRANSFERRED

TAMCN OF ITEM BEING TRANSFERRED (TAKEN FROM CMR)

SERIAL NUMBER(S) AND MINOR FROFERTY #(5) IF AFFPLICABLE
MOMENCLATURE OF ITEM BEING TRANSFERRED (TAEEN FROM CHMR)
SERVICEARLE EXCESS, NO REPLACEMENT REQUIRED

SIGNATURE OF RECEIVING RESFPONSIBELE QFFICER

CERTIFYING STATEMENT SIGNED BY LOSING RESPOMSIBLE OFFICER

Figure S-4--Transfer Betweesn Using Units
517
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SOF FOR STATION FROFPERTY CONTROL
(LUNIT HEADING)
Marine Corps Air Station
Cherry Foint, North Carolina IZip Code

4400
{(File Code)
Date

ommanding OfFicer/Officer in Charge

T
-
o
=
]

{Name) (Ranl) {S5N) (Fhons #$is3)

Gubi:  APPOINTHMENT/RELIEF OF RESPONSIBLE OFFICER FOR MINOR PROFERTY,
AND GARRISON FPROFERTY FOR ACCOUNT NUMBER )

Fetfs (a) Airgtall F11016.2E

1. Effective this davy, ___ 00 , and in accordance with the
reference, paragraph 5010, you are hereby appointed as responsible

offiloer For TNl ach i vy vl G e e e
{MName ) (Fank} {SGM MO

2 A joint inventory will be held with the responsible officer
being relieved (if circumstances permit), of all items appearing on
the Consolidated Memorandum Receipt (CMR)Y held by the Station
Froperty Control Branch, Building 151, A careful inspection of the
property on charge to this command will be made. When you are
matisfied that the property on charge to this command is physically
orn hand or properly accounted for, submit a letter of acceptance and
o will sign the original CMR maintained by the Station Froperty
Control Officer, Building 151, MCAS, Cherry Foint, thersby
acknowledging receipt of the eguipment concerned. This action will
e Laken within 15 days from the date of appointment.

e 1§ vou are not satisfied with the condition or avaeilabilility of
the equipment, records, or obther matters coming to vouwr attention,
vou Wwill immediately report the facts to the commanding officer for
investigative achion as may be deemed necessary. The Dtation
Froperty Control OFficer will alsc be provided a copy of your
acceptance letter and you will sign the original CMR held by Station
Froperty pending the outcome of the investigation.
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4. You are authorized to designate one Or more individuals to
receipt. for materiel for your account. You are to ensure that the
list is updated when changes occur,

(Commanding OFfficer)

Signed copy to:
SFECO (Rldg 1.51, Stop 12M)

Copy to:
Ma0

Figure S-S--Sample Format for Letter of Appoaintment

-19
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SOF FOR STATION FROFPERTY CONTROL

SCHEDULE OF SEMIAMNUAL INVENTORY

OCT/6FR NOV/HAY DEC/JIUN
ACCOUNT NUMBERS

Gl 2 47 &7 8g TR CF
02 29 48 &8 G0 70 £2H
05 =0 51 &9 21 7D 2d
07 2 5 71 F2 8B HJ
08 =3 =8 75 ] BY o
12 W55 59 78 b A

14 40 a2 81 Q7 CE

l& 42 5 2332 ?g Ce

18 44 = 85 99 Co

a0 45 aF 84 76 CE

Rl CH B

BY

JANSI L FER/OUG MAR S SER
ACCOUNT HUMBERS

0% 21 57 a7 72 Eé&

g il =8 SE 7E BR
Qb 24 A &0 74 BD

0% 25 43 61 7b RBE
10 2é A& &2 77 EF
11 27 49 673 79 B3
13 28 =5 &4 80 EF
15 a1 54 L5 83 B
17 24 59 bé 824 EHR
19 36 e 70 8% EBS
8A 41 EC 87 24 ET

NOTE: Units account numbers which are assigned are identitied in
Appendix 00

Figure S-&—Scheduls of semlannual Inventory

520
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S0F FOR STATION PROFERTY

CLINIT HEADING?
Marine Corps ALy Station
Cherry Foint, North Carolina (Zip Code)

4400
(File Code)
Date

Froms Responsible Dfficer, Account $_

T {(Commanding Fficer, Unit) (Directorate/Department)
Subhj:  ACCERTANCE OF ACCOUNT #__ ..

Fresf = (&) (RO assignment letter)

1. Irn accordance wilth the reference, a complele inventory of
account ®_ hased nn the TAMCOM s and NSN listed on the account

L CHMR dated has bheen conducted. 1 accept

responsibility for the account.

(RO signature)

Copy to:
arco

Figure S-7--Rasponsible Officer Acceptance Letlter

Sl
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S50F FOR STATION PROFPERTY CONTROL

(UMIT HEADING)
Marine Corps Alr Station
Cherry FPoint, North Carolina (Zip Code)

4400
(File Codes)
Date

From: Responsible Officer, bccount ¥___
T (Commanding Officer, Unit) Directorate/ Department)

Bulhrj: ACCERPTANCE OF ACCOLMNT #

Freaf 2 (a) (RO assignment letter)

Ereloe (1Y List of Discrepancies to Acoount #

1. In accordance with the reference, a completes inventory of
acoount # mased on bthe TAMON's and NBN s on the aooount
has besn conductsd. T Loresponsibility
sption of the items listed in the

with the

e

the property warrant an investigation. I recommend that you appoint
an investigating officer and charge him tos:

= Tt is my opinian that the circumstances surrounding the loss of

a. Determine the facts relating to the loss of the property.

b. Determine the responsibility and extent of the
responsibility for the losz of the property. |If the investigating
officer cannot determine who is responsible for the lozs, he should
aspecity why he cannot determine it.

C . Reconmnend what action should bhe taken to account for the
missing property.

(RO signature)

Figurse S5-8--Responsible Officer Acceptance Letter

[ T
nd T Ll
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LOSSES
TameN  NSN ALL Q/H k- U/E IiE SER#Y
KBOR7  711001X0004646 11 0% 08 7E.O0 0 &D0, 0
KEO1Z 7110000000357 08 04 04 1AS.00 AbG, 00

12460, Q0

HATME
Tamen o NEd ALL o/ x4 WIE IiE BER#

GOl 7110000000nIEe8 O D 01 9%, 00 499,00

499, 00

(Emolosure 17



AirStal FL1016.2E
10 JuL 1991

GOF FOR STATION PROFPERTY
CUNMIT HEADTING

s ALy Bltation
Charry Foint, Horth Carolina (Zip Code)

SHE0
{(File Code)
Date

From: FResponsible Officer, Account #__

T Commanding Officer, Headguarters and Headguarters Squadron,

Marine Corps Air 3tation, Cherry Foint, North Carolina
Mias {(Directorate Head)

Sub i INVESTIGATION FOR GOVERNMNMENT FROFPERTY

Freaf s (a) MCO F4400, 1500
(b)Y AS0 FL101s6.2E

1. Far references (a) and (b)Y, a JAG investigation for the
following missing garrison property is requested.

TAMEN NSN L/F TY T/E SER#

(RO signature)

Copy to:
SFCn

[~

Figure S-%--Reguest For Investigation (SBtation Accounts)

H-24
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S0F FOR STATION FROFERTY CONTROL

(LUMIT HEADING)
Marine Corps Air Station
Cherry Foint, North Carolina (Zip Code)

SEE0
(File Code)
Date

From: Responsible Officer, Account #_
T Commanding fficer, (Unit)y, 2d Marine Alrcraft Wing, Marine
Corps Air Station, Cherry Foint, North Carolina

Sub i INVESTIGATION FOR GARRISON FROFERTY

Feat e (a)  MCOD P4400, 1300
(hy  ASD FLIO0L6.2E

1. PFer references (a) and (b)), a JAG investigation for the
following missing garrison propsriy is requested.

—~

TAMCN MM ULE

ATy T/F

N
i
I
4

(RO signaturs)

Copy to:
SFCO

Figure S—-10--Request for Investigation {Wing Accounts?
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80F FOR STATION FROFERTY

UNITED STATES MARINE CORPS
Faciliti Devel opmant D "
Marins Corps Alr Station

Cherry Point, North Carolina 2B5232-5010

4400
LM
Date
(ldnit Addr Y W loddes , Stopr__ )
Station Froperty Dontrol Officesr
Mias Commanding Officer, Headquarters and Headguarters Squadron
(Attn: Fersonnel DFficer) (Stop: 2%

Subj: REQUEST FOR SUITCASE CENTER FOLDING

1. Reguest one sultcase center folding as initial/replacement
issue bhe made Lo the individuwal named bs=low.

MAME SEN GRADE /FHANK DUTY FHONE

Department Head/Supsrvisor

{(Date?
FIRST ENDORSEMENT

Fyoams: Commanding OFficer, Headoguarters and Headoguarcrters Sguadeon
Tos Station Fropsrity Control Officer (Stop 13240
1. The ssrvice record of the above named individual indicates:
{3 Iri =9 ;
£ Feplacement issus made o (clate)
Y No previowus i we of sultcass center fold.

mace oy o tddated

Commanding DOfficer/By dir

B

Figure S-11 Request for Suitcase Center Fold
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(Date)
SECOND ENDORSEMENT

From: Station Property Contrnl. Officer
To: Commanding Officer, H¥HS, (Stop 23

| Reguest the following entry be made on the appropriate page of

the service record of the above named individual:
{ ) Issue of one suitcase center fold, made an __ {date)

2 Flease return this form to station Froperty when action is

-

completed.

{Date)

THIRD ENDORSEMENT

From: Commanding Officer, H&HS (Stop 23
To: Station Pt-operty Control Officer

l.. Entry has been made in the above individual "s record as
requested.

Commanding Officer /By dir

Figure 5-11 Request {for Suitcase Uenter Folding

=
b £

S
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10 JuL 1991 SOF FOR STATION FROFPERTY CONTROL

UNITED STATES MARINE CORFS
Facilities Development Department
Maring Corps Air Station
Cherry Foint, North Carolina 285325010

4400
LFM
{date)

Pr-om: {tlnit Address) (Code:___ s Stop: o )

T Btation Froperty Control Officer

Via: {1y Commanding Officer, Headquarters and Headqguarters

Squadron (Attn: Fersonnel OFfficer, Stop 23
(2)  Station Safety OFfficer, MCAS (Btop L)

Subi: REQUEST FOR SAFETY BOOTS-MILITARY

1 Reguest below named individual be issued one pair of safety boots

, Bize as initial /replacement 1ssue.

revoe snss snve setv erne seass s uin 3

NAME SSN GBRADE /RANE DUTY FHONE

FIRST ENDORSEMENT

Froma Commanding O0f+icet-, H:MS, Fersonnel Service Department
To: Station Froperty Dontrol Officer
VYias Station Satety Officer, MCAS (Stop 1)

1 The service record of the above named individual indicates:
¢ Imitial issue made on . (date)

{ Y Replacement issue mads on ___ (date)
{2 No previous ilssue of safety boots

fDat@)
FIGURE 5-12 REQUEST FOR SAFETY RBOOTS-MILLITARY
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SECOND ENDORSEMENT 10 JuL 1991
Feoms Station Safety QFficer
E=H Shtation Property Control OFFicer
1. { Y Forwarded recommending approval.
3 Returned, disapproved. Work area is not considered a foob

hazard arseas.

{Dats)

THIRD ENDORSEMENT

From: Station Froperty Control Officer
Tos Commanding Officer, HLHS, MCAS (Stop a5

1. Reguest the following entry be made on the appropriate page of
the service record of the above named individual:

{3 Issue of one pair of safety boots, size_ gmade on_
3 Replacemsant lssus on one pair of safety hoots, size ___ ...
macle on »
2. Pl raturn this form to the Station Froperty Officer when

above act iz completed.

(Date)
FOURTH ENDORSEMENT

From: Commandirig Off icer , HuHS, MCAS
Ty Station Froperty Control Officer

1. Entry has been made in the above individual 's record as
requested above.

Figure 5-12 Reguast +o0r Safety B
H-29
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MCAS. 10460/1 (Rev 2-89)

OFFICE EQUIPMENT REQUEST FORM
moM: RO DATE

To: Facilities Development Officer FOR FURTHER INFORMATION CONTACT: (NAME & TEL NO.)

Via: Manaocement Assistance Officer

( Requests from 2d MAW must be approved by 2d MAW, G4 and Comptroller)

TYPE REQUEST

[ Jecuement D EQUIPMENT TRANSER I:l EQUIPMENT DISPOSAL ':] OTHER OFFICE EQUIP.
PROGRAM SERVICE
EQUIPMENT DESCRIPTION/DATA
NOMENCLATURE:
MODELNO _ [ vEaR SERIAL NO. PLANT ACCOUNT NO

@

JUSTIFICATION: (MUST BE COMPLETE AND cm.@é .
U.\\

MAO 20 MAW G4 20 MAW COMPTROUER

[ Jaerover ] oisapproven (1 seroven [ osaprroven | [l aeproven [ oisapproved

SIGNATURE DATE SIGNATURE DATE SIGNATURE DATE

Figure 5-13--0ffice Equipment Reguest Form

FRECAY



SOP FOR STATION FROFERTY
CHARTER &

MAINTENANCE AND REFAIR OF

GEMERAL . .- s s e onuswannmsanssnssasnsannnsss
OFFICE/BARRACES FURNITURE AND EQUIFMENT...

FERSONNEL SUFFORT EQUIPMENT (FEE) 2w e aveus

OFFICE MACHINES ANMD DEVICES. . -:carsnnanns “na

FLANT ACCOUNT AND MISCELLANEQUS PROFERTY..

AlrStald F110146.2E

10 JUL 1891

CONTROL.
EQUIFMENT

s awanm s HOOO0
s am e HOO L
ek e n LHOO2
s as oz LHOOE
cm e &HDU04
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SOF FOR STATION PROFPERTY CONTROL

CHARTER &
MAINTENANCE AND REFAIR OF EQUIFMENT
&O00. GENERAL

1. The Facilities Development Department is responsible for the

maintenance and repair of the following categories of squipment:
o Office machines and devices.
b. -Office furniture and equipment.
Cow Barrack furniture and equipment.

2. The Facilities Development Department will obtain maintenance
and repair services through commercial contracts.

6001,  QEEICE /BARRACE FURNITURE AND EQUIFPMENT

1. Unit BFRD's should pericdically inspect all office furnituwre and
equipment for serviceabllity. As items are determined to be in neead
of repair or replacement, an appropriate reguest (Appendix BE-10 or
FE-11) will he prepared and forwarded to the Stetion Property Control
Branch. f&s replacement items are received, unserviceable items
shouwld be turned in (DIC A5J) .
2. The 3FCO maintains a furnituwre rehabilitation/repalr program
through & civilian (B5A) contractor. Repaired items are |
Fill walid back orders as they become available.

&HDOE, FERSONNEL SUFFORT EGBUIFPMENT (FLE?

1. FPersonnel support equipment includes those items normally
issued/used by an indiwidual Marine within his/her awn assigned

Jivirig space. This includes wall lockers, beds, mattresses, pillows,
linen, gquarters types furniture, and that equipment used in gquarters

housekeeping functions such as buffers and vacuum cleansrs.

2 The wunit should establish a self help program to accomplish
minor repairs to PSE items to the greatest extent possible. This
program should include repairdreplacement of wall locksr locking
zystens, bolts, etc.; painting of wall lockers and metal beds; and
replacement of handles, hinges scorews, shtc., on obther FSE items such

az sscretary wall systemns,

&5
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Moving of FPSE items, especially wall lockers and secretary
s, from room to room, or between buildings, increases the
ikility of damage arid shouwld be Lkept fto a miriimum.

. Demonstrated repair reguirement frends, such as a particular
sorew needing replacement in many like items, should be reported to
SFC0. Since the majority of these PSE items are procursad
igh commercial contracts, this type of guality control feedback
in determining which contractors provide the best

= essential
equipmant.

Z. Mettresses will, be cleaned, sterilized, and limited technical
inspections (LTI 's) conducted in accordance with the procedures
contained in the current edition of Air Station Order 40&64.2,
L.aundry 'Services and Procedures. Mattresses which have been declared
uwnserviceable by the Laundry Contractor will be turned in to the
Station Froperty Control issus point {(Building 151), accompanied by
the Laundry Work Reguest declaring them unserviceable.

Mattresses reguiring replacement will be exchanged

Sa
issue point as a normal

one—for-one at the Station Property Control
weekly linsn survey process.

Mattresses not requiring replacement will be turned in

b1,

wtilizing a DIC BWA tranmsaction.

A Fillows and linen which becomess unserviceable are replaced on a
mre-for-one basis at the Station Laundry as a function of the normal

weskly linen survey proctess.

5. Quarters type furniture and housekeeping equipment {(chairs,
desk, atc.) are repaired/replaced in the same manner as office
furniture as described in paragrapnh 6001 above.

£O0%.  QEFICE MACHINES AND DEVICES

1. Maintenance and repair of most 04fice rnachines and devices may
be obtained by calling Facilities Development Department, sxtension
4.168. When ral.ling for repair of these items, be prepared to furnish
the item nomanclature, serial number, minor property numbher , where
the item is located, location within the building, the name of the
individual point of contact for the item, and a brief description of

the problem.

&O04, FPLANT ACCOUNT _AND MISCELLANEOUS MINDR_FROFERTY. Repair of
plant. account and miscel laneous minor property indicated below may
be obtained by submission of a work request to the Facilities

Maintenance Officer. Facilities Maintenance will. nut repair any

6-4
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egquipment that does not have a minor property or plant account tag
affined.

a. Air conditianing squipment and oil space heabsrs.
b Water coolers/fountains and ice machines.

. Washers/drvers.

d.  Bensrators.

€. Buffers/floor polishers.

. -HRefrigerators.
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SOF FOR STATION FROFERTY
AFFENDIX A

GLOSSARY OF TERMS

in this Marnual and in

The fellowing definition of terms used
is included to

day~-to-day dealings with Station Property Control
ensure complete understanding of Statian FProperty Control

proceduras.

1. ACTIVITY ADDRESS CORE (AAL). A six position alphanumeric code
assigned to identify units, activities, or organization authorized
to ship or receive materiel, documentation, or bBilling. The +irst
position or the code is the service code (M for Marine Corps units),

the other five digits identify the specific unit.
lished requirement registered within the
a using unit, back orders toc the responsible

unit appear on the backorder list as a back:: order guantity for a
particul a- document number processed as a Z0DA reguisition. When the
back: order is issued the item is automatically dropped from the

hackorder +ile.

2. EBaACK_.ORDER. An es
mystom. In the rase ¢

Foo COMMANDING OFFICER/OFFICER IN CHARGE. For the purpose of these
instructions relative to garrison property operations, the term
“commanding officer-" refers to the commanding officesr of a separate
company or battery, battalion, sguadron, regiment, group , or
comparable unit below the general officer level, The term “afficer
in charge" refers to the officer in charge of the Marine Corps fir

Station directorate organization below the general officer level,

as appropriate.

4.,  CONTROLLED ITEMS. Ttems listed in the controllsd items header
file used in conjunction with the current esdition of RCD P4400. 182,
Regulated Controlled I zmant Manual , which must bhe reporbed

T the Marins

P LI S oo ots cboodb AP R s L’

Alivany , Georgla,

3

Eremoutive type office

A, Those items covered by Federal Supply Schedules of erxecubive
vipe office funituws or by federal standards and specifications
"executive line" or office furniture and furnishings.

oh have an

L. Those 1tems generally knowri, or considered by the trads, as
the "sxecutive line” of office furniture arid furnishings. These
include, but are not limited to, executive style desks, table:;,
telegphone stands, cabinets, bookcases, Chairs, and rugs. Eusecutive

=1
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tvpe furniture IS specifically authorized for certain individuals
based on rank or billet assignment by, and will only be

regquisi.tioned in accordance with, the current edition of

MCO 1a160.8_ (Fersonnel Support Equipment for- Unaccompanied
Fersonnel Housing and Furniture for Administrative Offices and
Dining Facilitiss).

&. EXFPENDABLE SUPFLIES. All consumable supplies and repair parts,

regardless of price, and other items, of supply not defined as
nonexpendanls properhty .

7.  GARRISON FROPERTY/EQUIFMENT. Those items of property/egqulpment
intended for garrison use which are controlled by the Director of
Facilities for budgetary puwrposes; =.g., barracks furniturs and
equipment ;, water coolers, fans, office machines, furnituwre and
egquipment, dining facility equipment, and semifixed heating and
conling equipment such as space heatere and window air conditioners.
This category includes all items meeting the criteria of Class 3 and
4 Flant Account property. All MCAS property in the hands of FMF
units is listed in the Commanding General s Allowance List, as
garrison property. Garrison property and equipment is accounted for
under two different systems, depending on the original acguisition
cost of the item involved., Garrison property items with a unit cost
of £5,000 or more are accounted for by the Cost/Froperty Accounting
Branch of the Comptroller Department as Flant Adccount items. Ttems
with a unit coat less than #5,000 are accounted for by Station
Froperty Control as detailed in this Manuwal. Minor property is
referred to as office machines and labor saving devices having a
unit price of less than 5,000,

. INVESTIGATION. An investigation is a procedure which affords
the commanding officer a means of determining the facts relating to
the loss, damage, or destruction of government propsrity; determining
the present condition of such propertys; and/or determining the
responsibility and extent of responsibility for the current
condition of the properity. Investigations will be conducted in
accordance with the J&0 Manual and the cwrent edition of MCO

4400, 150, Consumer Level Supply Manual.

2.  LOADED UNIT BALANCE FILE (LUBF), This is the primary SASSY file
through which all transactions affecting a using unit must pass.
Each NSN for which a using unit processes a transaction within the
Station Froperty Control S5A58Y system will have an entry on that
it s LURF,

100 NONEXFENDABLE SUFFLIES. All serialized ordnance items; office
machines arid devicss: hand instruments; items that have either a
manufacturers nr Marine Corps serial number which al lows positive

identification: controlled items (as per current edition of MCO

A-2
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P44QD.82, Regulated/Controlled Items Management Manual); items
designated in writing by the commander as being of highly negotiable
nature or as reqguiring special control: and all obther items having a
unit valus of FBOO or more.

11.  OFFICE LABOR SAYING DEVICES. 0Office equipment such as, but not
limited to, typewriters, calculators, adding machines, duplicators,
shredders, copying machines, micrographics squipment, cash registers
and multilith machines or any electrically operated office equipment
identified by plant account or minor property tags. This category
doss not include automated data processing equipment.

- ELANT_ACCOUNT FROFERTY - CLASS 2 AND_ 4. Includes all Marine
orps and Navy owned personal property of a capital natwre having an
sstimated or actual initial acquisition cost of 3,000 or more. The
criteria for determining Class 2 and 4 Flant Account, and those
items of equipment which are specifically included or excluded from
this category, are listed in the NAVCOMFT Manual, Volume III,

Chapter VI.

ot

]
e

O

1%,  RESFONSIBLE OFFICER. An individual appointed by a unit
the material within his/her assigned account and who is authorized
to sign for additions or deletions in that account.

14. RESFONSIBLE UNIT. A unit/section within a using activity that
reguires supply support. As used in this Manual, the Responsible

Unit is the sub unitssection to which the GFRO assigns garrison
property for snd use.
15. UNIT GARRISON FROFERTY_RESFONSIELE OFFICER_(GFRO) . The

appointed individual who performs the garrison property corntrol
function within the using unit, a SNCO, officer, or civilian, as
appointed by the commanding officer/officer in charge.

16, USING _UNIT. fs used in this Manual, a using unit is the unit

or activity which maintains a garrison property account with Station
Froperty Control and has a unit BPRO assigned.
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S0P FOR STATION PROFERTY CONTROL
AFFEMDIY B

DOCUMENT FORMATE

Feport of Lost, Damaged, Destroyesd,
o Missing Governmenh.e. ... e snaessnsassas Em e m ok mwmowon s B-32 - B-&

ITnventory/Miscellansous Gain Transaction..cweeeaaaeens E--7
Inventory/Miscellaneous Loss TransSaction....cseeeseeas B8

Aodditional Demand/Fequisition..cssaas s T R S =R A
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UNITED STATES MARINE CORFS
Headguarters and Heailguarters Squadrom
Marine Corps &ir Station
Cherry Foint, Morth Carolina 28535

4400

SLF
(DATE)
Il e e e e e e e o e e e e e e e et e et et e e e e s o
{(FPRINTY NAME (FIRST, MI, LA&ET) RANE SN SECTION WORE#H
Tz Commanding Officer, (IMNDIVIDUAL LNIT)
Vias (ARFROFRIATE CHAIN OF COMPMAND
Subhi:  REPDRT OF LOST, DAMAGE, DESTROYED, OR MISSING GOVERNMENT
FROFERTY
Ref {my UM 440015

(hy UM 4400124

Ermcls {1y Individual Statement
1. As per refersncess (&) and (b the following report is submitted.
2 The below listed articles of government property on charge to me

Fave heen lost, damaged, destroved, stolen.

Nomsnolature NEN Wty /e IsF

= Listed below are my rights concerning the loss, damages, or

destructian of government gowned property.
#. There is nuU administrative process requiring reimbursemsnts.

Bra In appropriate case, judicial action to recover damages may
e cone freely and voluntarily.
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o A offer to reimburse the Government through cash sales must
e done freely and voluntarily.

tla Mo threat of disciplinery action or offer to withhold such
= E dhochaal to intlusnce that pesrsons

sility for loss, damage, oOF

and to voluntary reimburses the

£ . Voluntary offers to reimburse the Bovernment for lozs,
damages, or destruction does not relieve an individual from the
consequences of wrongful acts.

f. -A voluntary reimbursement for the loss of, damage or
destruction to, Government property will be considered as a free act
for personal reasons and will not be mimply an admission of
Fasponsibility for fault or negligence fOor any purpose.

g. The individual has the right to consult a judge advocate, if
reasonably avail.abl.e in the geographic area, prior to a voluntary
reimbursement .

LI | certify that | have been counseled by a disinterested,
impartial , commissioned officer not in my chain of command, I
further certify arid acknowledge by my signatuwe that paragraphs s
through g above have been explained to me. That | understand the
rmatuwre of a reimbursement sale and my rights to consult with a judge
advocate. | hereby exercise the foll-wingights.

A T do desire counsel by a judges advocate.

. I knowingly waive nmy right to counsel by a judge

aclvocate,
0w I fresly and voluntarily desire to reimburse the

GBovernment for the items listed in paragraph 1 above.

ol T oo Not desire to Nsimburse the Government far the

items fisted in paragraph 1 above.

SIGNATURE (INDIVIDUAL)Y DATE

(FRINTY COUNSELING OFFICERS NAME, RanNk, TITLE

SIGNATURE (COUNSELING OFFICER) DATE
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{l,ast Names? (First Namea) {MI)

I

{Rank) Unit) {S5N/MOS)
1. Statement of facts: Include date/time loss discovered, general

location of lass, date/time loss reported, and to whom loss was
reported.

meset Hores S Wi temn hoas S4400 Ses Soten UL saven 40000 Sre SFu YPECS Sharn $05% Soeat e 444 B SarEe HOLES Sevs Aveen SAbeA Sesee SASSY Sore Soae otss Sherd Seoe Soeds Soeey PSS SHHY Sarrm Sbiee simes 00 S Seeie HIAM cr Setsm Siare Semid Sesst £ Saci shmm THHFa sares Pem FE0SS Semre Seses sveit avews Feese FrAsS Sorme Shmus voum pesee tmane

(Sigriaturs)

Enclosure (1)
B-4
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HEAD ING

4400
aliF
"DATE
{(As Appropriate) ENDDORSEMENT on ‘s ltr 4400 3SUFP of

From: QIC/Director/Immediate Supesrvisor (As Appropriate)
Tore Commanding Officer, {Individual Unit}

Subd: REFORT OF LOSBT, DAMAGED, DESTROYED, OR MISSING GOVERNMENT
FROPERTY

1. Readdressed and forwarded.
2. It is recommended that the -following actionis) be administered.

Fw Hold individual accountable as per the applicable

directives.

b Mot hold individual accountable because (Justity)

(Appropriate Signatuwre) Date
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LINTT HEAD ING

4400

SLIF

i

(As Appropriate) ENDORSEMEMNT on oo ‘m ity 4400 SUF of

From: Commanding Officer, (Individual Unit)
T GFRO, Unit/Acoount)

REFORT OF LOST, DAMAGED, DESTROYED, OR MISSING GOVERNMENT
FROFERTY

Sub i

1. FReaddressed and forwarded.
2. You are directed to accomplish the following action(s) as per
the applicable directives.

Fu Fifemoct a cash sale with unit supply officer, if

individual volunteesrs reimbursement.

bra Imnitiate disciplinary action.

Forward fo SFCO to drop property from accounting

SIGHNATURE (COMMAMNDING OFFICER) DATE
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SOF FOR STATION PROFERTY

TRVERNTORY AMISCELLAMNEGUS GATN TRANSSHOTION (DE_

rioer Aooount

Ly Cormtrol OFFiosre

Frooms

HEwH

Seidn i REQUIESZT ARPFROVAL OF OMR CHAMGES

i The following is submitted for approval.

THAMONM - MNSN NOMENCLATURE CMR OTY O/H +/-  LI/F T/F

1

o Explanation of loss/gain

I dofdo not wish to reimburse the government
for the subject Inventory Loss/Gain H.0O. SIGMNATURE

I have reviewsd the above discrepancy and have
determined there islis not any faulbt or C.0. SIGHNATURE

rmegligence involved. (if applicable)

From: Station Property Control Officer Date ..

Drop/Gain in sccordance with MCO P4400, 150

Forward for approval

Forwarded recommending disapproval, return for investigation.

SFCO Signature
From: Director of Facilities Approved _ Disapproved

(i

Director of Facilities
Signaturs

MAL Docwment number

CMR/YRU initial

E-7
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ADDITIONAL DEMAND/REQUISITION (Z0A3

— 171 1 T T = !
=25 l o<1 R“_M]:‘”c MU A0 E lQuAmnv :m:t:.] : Y i
SEND TO: REQUISITION IS FROM: 1
é A T DOC. DENT. | EGUTING uA. N QUANTITY ;
] i 413‘]6 TTz]3 2157517 3[? TZ] 314 15] 1 B[P [20[ 21 122123 | 24| 25 |28 7 | ie]’Ho; g
1 TY
g < e |2,0,AMP 4 _4_§§§ REQUESTED, | | | | | upoory &
g DOCUMENT NUMBER _— o SPREBTAY '“° REMARKS : r ! ﬁg
30 irﬁgﬂ%"ﬁus'aasku 4‘2‘]’6‘7%47"471’?]’2?[‘5?5! : ! ! 5
RUC DOC NUMBER RIY 0 1 JUSTIFIéATION AND ':COLOR PREF:ERENCE g
- l | L1 STATUS %A‘IAJ | R ':*M_ __________ J:N_ —————————— %o_ ____________ ?\
ol DISTRBUTION | PROJECT  {PRIORITY 08 DAY )
% 5:?;3 375556 |57 |58 |59 [ 60 [ &1 T:lealz T]2]3]|44[62]63]64]85]66 (LIST 3 ECHOICES) ¢ ‘: §
TAMCN 14 I i { P
§§[4 [ I BRI BT R R - o P || io_ __________ R S A
33 o ! - |
2 1 !
3 u/p L T/P ! !
Sgansxuauwmﬂnn7‘757677787930 » ” Y 1
Wl ‘l‘;‘i;l’.“ﬂﬂ“ﬁ"'ﬂ.:a!ﬁ:‘!‘:;‘z’:;ﬂuﬂﬁ‘;“w‘3:‘“"uu“;ﬁ_“uﬁﬂﬂﬂnuﬂan“unﬂmwnnnunnﬂ"n. J
ccoo1-3 Z0A
ce o 46 M4
coco 7 A
CC NSN REGUESTED
CC UNIT OF ISSUE OF ITEM
oo CLIANTITY REQUESTED
o REFORTING UNIT CODE OF ACTIVITY (RUC)
cC DOCUMENT NUMBER
Ce R
e Y
Co 46-47 ACCOUNT NUMBER
oo 5256 TAMCN OF ITEM REGUESTED
CC &60-61 FRIORITY
Co 6580 ELAME

REMARES:  Justification and color preference (List I Cholces)
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Frome
Toe

Sub g

1891
SOF FOR STATION FROFERTY

INVENTORY /MISCELLANEOUS LOSS TRANSACTION (D9

Fesponsible OFfficer Date
Station Property Control Officer

REGUEST aPPROVAL OF CRR CHANGES

1. The following is submitted for approval.

TAMON

t3

Exp

NSM NOMENCLATURE CHR GTY L/ - AE TSR

lanation of Loss/GBain

I do/dn not wish to reimburss the governoent

for the
I havs
determi
nmaglige
From:

Froms:

MAL. Document number

CHR/AYRU

B8

subisct Inventory Losz/Gain.

oy and bR

(bt oo C.0. SIGNATURE
(if applicable)

reviewed the above disor
ned there is/18 not any 4

e involved.
Station Froperty Control OffFicer Date_
Drop/Gain in accordance with MCO F4400, 150

Forward for approval

Forwarded recommending disapproval, return for investigation,

SPCO STGENATURE

Director of Facilities — ___ Approaval Disapproved

Dir of Facilities
Signature

initials
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Heading

4400
SBUF

From: Responsible Officer Account $#___

To: Station Property Control fficer

Subj: REQUEST FOR ERQUIPMENT (Z0R)

Fref {a) AS0 PL101&.2E

1. Far the reference, the requested equipment with appropriate
Justification for each item is hereby submithed.

TAMON NEM NOMEN O/H ALLOW REDGUESTED

1.
2.

=

Justificatdons

y
Al

F.0. Signature

B-10
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S0F FOR STAT ION FROFERTY CONTROL

AFFENDIY O

STATION

HB MAG 14
A K OFPERATITONS

NABEF'
STA ADJUT
RSU

COtIM ELECT

FAC DEVELOPMENT
D BBURS NG

FIRE DEFT

STATION FROFERTY CONTROL

NAVAL HOSPITAL EXT i1l
MOTOR TRAMNSFORT
ECURITY (FMO)

5
QSO"'D?" STATION TRAINING

MWHS 2

MWGE 27

STA WEAF DERT ORD
EODR

AERIAL TARBETS
STAFF SECRETARY
MACE &

Masnh 1

MWES 271

FLANMING AND ADMIN DEFT

MaGE 41, DET "CV

MWEs &74

OFS/AERIAL TARGETS
DISASTER CONTRL ELUIF
Ces5D 21

VMGRT 253

JOINT LAlW CENTER
VMaT 23E

VMAT 202

ZND LLADD

HEHS 28

FOOD SERVICE

VET BERVILCES

STh FROF CNTRL W/AH
FACILITIES MAINT
DEFENGE TRVEST VO
VA I35

58

5A
SE
=0
SE
=F
HO
&1

62

64
&5
b
h7
5H8
&Y
70
71
72
-l
74
75
Th
77
78
7
TA
TE
T
7

80
a1
82

I

I

il
o
m
ﬂD

RAz
MATERIAL DFFT
STATION SAFETY

DIR OF OFERATIONS
DIR OF FACILITIES
MA

STATION INSPECTOR
JOINT PURBLIC AFFAIRS
ATR TRAFFIC CONTROL
CIV FPERS DEPT EX 332
RECEIVING DIVISION
STORAGE DIVISION
FUEL DEPARTMENT

FER FROF, FABS TRANS
TRAFFIC DIVISION

MWk DIRECTORATE
CHAFLATIN

AUDITORS (NAVY)
NAMTRADETS

VME 547
VHa
Ve E3E2
FAash

INYV CONTROL DEFPT
ZRD LAMM

YMGRT 252

FaC HMAINT

VMa 577

UM 2

YHMa 2273

Fal MAaINT

MWR

LMAGE HOUS THG
NIS

BT—11
MAINT AND
MO INT GND : ¢
MAINT AND hEFHIR
MA&INT AND REFAIR
BOATDOCKES
STLANTIC FIELD
MWCE 28
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ACLT #
45
4b
47
86
87
88
89
BA
BE
Q0
91

50F FOR STATION PROFPERTY

AFFEMNDIX

UNIT
Figal, DIRECTORATE

FAC ENG DEFPT

HOUSING DEFARTMENT
FAMILY SERVICE CNTR
oLsh

12TH DENTAL

Fas suP CONTRACT DEFT
STATION CMGS

CcoMm ELECT DEFART
BUANTITY ASSURE DEFT
JOINT DRUG AND ALCOHOL

ACCT _#

873

CONTROL

LUNLT

MALE 14

84 MALSHems— 0

85
232
P4
AW
Fé
2?7
8
29

BARRACE ACCOUNTS

UNTT BES _#
MAG 14
MAG 32 7
MWSE 27 2OH
MACG 28 2
MAG 14 2ER
MWGES 27 200
MWHS 2 204
MWCG 28 207
MAaG 32 205
MWHS 2 4169
MaG &R 4166
mMAaL.S 32 4167
MAL.S =R 41 68
S0ES R0&
CHen 21 201
H%HS 218

ALLT #
CA
Ch
cc
Co
CE
CF
CH
CJ
Gk
ClL.
M

Fal MATNT
STATION DUFRLICATING
CONTRACT ING

ARMORY

HEALTH CLINIC

CRASH TREW
FOST OFFICE

DRMO

LUNLIT

HEHS

HEHS

MaGE 22
MWsE 27
MAaGE 14
MAG 14
MACE 28
HOUSING
MaCE 28
ITATE

14
SnEh Bl

BES

X

41949
4197
42200
4201
4159
4295
4294
E&HTE
742
4294

&



UNITED STATES MARINE CORPS
MARINE CORPS AIR STATION
CHERRY POINT, NORTH CAROLINA 28533-5001

AirStao pP11016.2E Ch 1
LFMP
16 Mar 1992

AIR STATION ORDER P11016.2E Ch 1

From: Commanding Officer
To: Distribution List

Subj: STANDING OPERATING PROCEDURES (SOP) FOR STATION PROPERTY
CONTROL

1. Purpose. To direct pen changes to the basic Manual.

2. Action

a. ' Change Management Assistance Office (MAO) to read Director
of Facilities throughout the order.

b. On page ¢-1, under "accT #" add "17" and under "UNIT" add
"p3D-32."

c. On page C-2, "accT# 84'", change "H&HS-32" to read "MALS-32."

d. On page C-2, Barrack Accounts, under "AccT #" add "cM" and
under "UNIT" add "snNco Billeting."

3. Summary of Changes. The changes reflect realignment of the
Office Labor Saving Devices function and responsibilities from the
Management Assistance Office to the Director of Facilities.

4. Filing Instructions. This change transmittal will be filed
immediately behind the signature page of the basic Manual.

5. Certification. Reviewed and approved this date.

ohief sE\{peaff

DISTRIBUTION: A-2 plus SPCO (100) and LF (10)



